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DD/B/RMO 22 Decenber 1959
Chief, Records Management Staff

Fanctional Groups of €8 Documents

1. Here are some comments on the First Iraft of Funchbionsl
Groups of C5 Documents dated 17 August 1959:

a. Subject files - these should be re-defined to
include the administrative files created and mainteined by
Chiefs of Staffs, Divisions and Branches. Suggest the
following: “when used in =z genersl sense refers to the
administrative files created and maintained in a subject
asrrangement by Chisfs of Btaffs, Divisions and Branches
or gther organizational components, Such files usually
document files such as appropriations, collection lisison,
organization and management, personnel, security and
treining. In some instances these files deal with sube
stantive operational and policy matiera".

. Beckground and Reference files - Should these be
conblned? Reference ineludes raw information reports,
1ibrary books and periodicals maintained for short periods.
Background has historical value and is more specific.

c¢. Expand the list to lnclude additioral iitems, such
as asgets filea, briefings, guldance pepers, related mission
directives and stock piling. These are only 1ustrative;
the C81's, regulations and Notices probably conteln many more
that should be included.

2. In addition o the above, I suggest that sl) eupport
subjects included in the proposed general achedule sent to the
Chalrman of the Ad Hoc Committee on €8 Bupport Records on 23
Hoverber 1959 be added o V Support.

25X1

/

25X1 A, .ﬂ

s /
Mgt /S /RMS/ (22 Dec '59

Approved For Release 2005/11/21 : GIAfRBP-a?:O-OON 1R000800310031-4

i e oy
KN



